Prospective Members Email Best Practices

Recent updates have changed the way prospective members contact clubs from the Find a Club page on www.toastmasters.org. Instead of emailing a club directly, they will fill out a form with their contact information. This information will help Toastmasters International and clubs around the world with lead generation moving forward. 

After a prospective member fills out a form, the club will receive an automated email with their information. Use the information found in the email to reach out and answer any questions they have. Here are a few best practices when emailing prospective members:
· Address members formally. Start each email with, “Dear Mr./Mrs.” and their last name.
· Thank them for their interest in Toastmasters and offer your help in answering any further questions they may have.
· Provide as much detail as possible. Make it as easy as possible for them to attend a meeting as a guest. If you can, provide a map of where your club meets, how to get to the meeting location and where to park.
· Encourage them to attend your next meeting and let them know that attending a meeting as a guest is free and they are not obligated to speak or join the club.
· [bookmark: _GoBack]If a prospective member attends a meeting, follow up with them before your next meeting to see what their experience was like and encourage them to either come back or join your club. If they do not have interest in joining your club, thank them for their time and wish them well.
